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. FDU'a Adnmiatratin Staff has consisted orI
Jhitice the estanlished Djvision T/0'was[ | Administraiive pro= '
Ciisedusds haye been streamlined and all efforts which could poulbly o
il ber uliminnt.ed have been dropped. - In spite of thu, present o .
7 ataf'f has ot been able to keep. abreast of..the worklond withdut
C _‘O"Cdsionllly borrowing ald from other unite of the Divisi.on and
Sovertime of 303 hours in the past six lonth.,{

2. With a T/0 of the load will propo
~ i addition, the loss of Documents Lontrol Brance imposes on .
“+  Administration, the responsibility for receipt, routing and oontro
i . of ‘litelligence reports.and loan msterial from Alie CIA Library, -
~ihig was one of tno responsibilities fomrly Mﬁd by . (3‘5-11
in B, y

ruomt.oly 1ncrenae.

‘ ’3. “The pugmentat.on of FPU (CIA ubm-y) by the st-u
L epartment unit (FPB) will increase the reaponaiunuu of .
_ Administration in the capacity of "Building Security,*: "Building.
“Bnatety," and "Huilding supply" as the largest uait (7DD is

,asugmd thoae duties for all A enoy o s,uplnt.s of the buildimw

T:m following duties a curmntly being peri'omd by
jralss _ A L g

A ,Adminiat.rnuve uﬂ‘ice\r uS-l2 P T

*“ 7 ‘Responsible for providing the Diviaion Hith Adxun
‘istrative support includind persomiel, travel,

- space, security, ‘safety, budget,. medical, aqpply P
precureneut and training services., The inter-
 viewing, testing of applicants and the Mdocbri-
nation oI new employees 15'“charged to this of!‘icer

Assistant Administrative Oﬂ‘icer uS—ll
Sorves as Diviaion Evaluation Officer, Traiui.ng
Liaison Officer (mon language), supervision of -

FUD unclassified pool, apd’ assiats the Adninis-
trative Ufficer in his: major du.t.ios. :

Administrative Asaiatmt 08-7 L S
ER L) Superviases Adninistration md}lessage Center ,f ‘
3 -Aug e clerical persounelj prepares montnly persomidl
Ff'om DAD/O to Spec. Asst. reports and statistics; maintains employes ; fec ord
$0,DD/I (Admin) - cardsy checks outgoing correspondence forfaccuruc "
"] t0'2: You asked’ for w51 formg handles Divielon™ gmup bospimiutiox' :
this.’ JOf. course arrangements , "
mentio;bed undml’ara. 3 have, not B
siyet Heen firmed up." TR

bt - COURIBENTIAL
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" SECURITY MrFoneaTioy / -
M.u ot chrtul routino

-

' Phinuinu Dj.uaion luppuu paru ordm tor 5
supplies, equipment and apoehl 1tens; maintaine
- mccountablliity records) vesponsible for oqutp— o
o ment inventories, and:handles niscellansous
‘ .ervicn such as’ buil&inc uq oqul;nnt ropnlg'

. Porsonnd Clerk 08-4°

wnum- Division t.in md al -mo
“and. reports} personnel mt‘omud: records, -
ad types correspondence and psrsoansl MM;
. md umum cd:ininmlvo tﬂu. L

hsugo Cent.or Glork Qs-h
Clerk Courrier, Chawffeur Gﬁth

B b,. : 'n\e new position naeded will roqlire ll mm&
--Asaistamt US-9 with the following rupoul!.hmuou RO ARt

Building Supply Ufficer zmn and FPB) - C
Huilding ‘Safety Officer (FDD .4 P'PB) L _
- Division Space Officer .
Building Security Officer (rw and PPB) A

dudget Contml_-um 07"-009 o :
“Receipt Touting and coutrol of. mulnzenu ,x‘o,pprt.a

andlonimmcnubm

2. *Ig‘g asked for , .
,Of\ co’{irse arrangements ‘ '
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